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The Brazelton Touchpoints Center at Boston Children’s Hospital is seeking an experienced Manager of 
Operations to support the daily administration of a National Center on Parent, Family and Community 
Engagement (NCPFCE/Center) federal grant awarded by the Office of Head Start and the Office of Child Care 
of the Administration for Children and Families.  
 
This is a fantastic opportunity for an individual with strong project management skills, a knowledge base 
around the development of training and technical assistance resources in multiple formats, and an interest in 
supporting families, communities, and children, to contribute to the growth of a proven program focused on 
innovation in professional development at the national scale. This is a new, grant-funded, full-time position 
based in Boston, MA.  
 
Organizational Background 
 
NCPFCE promotes systemic approaches to family and community engagement and family well-being across 
the early childhood development field. We uplift exemplary strengths-based, developmental, relational, and 
culturally and linguistically inclusive practices.  The Center offers training, technical assistance, and resource 
development for early childhood programs and providers. We work to enhance the positive development and 
learning of children (prenatal through age 8) in partnership with families. For more information on the Center, 
please visit:  http://eclkc.ohs.acf.hhs.gov/hslc/tta-system/family.  
 
Position Overview 
 
The Manager, Operations will manage projects core to the mission and goals of the National Center for 
effective parent, family and community engagement.  This position will be responsible for providing project 
direction to staff and consultants, working closely with NCPFCE consortium partners, and ensuring the timely 
completion and dissemination of related projects and effective, efficient use of NCPFCE resources.  
 
The ideal candidate will have demonstrated experience in planning and managing projects to facilitate 
learning through training delivery, product development and communications.   A deep understanding of the 
role of families in the development and learning of children is essential.  The role will draw on in-depth 
knowledge of adult learning principles and extensive knowledge about working with children and families 
from diverse cultural and economic backgrounds. 
  
This is an outstanding opportunity to work with a major national voice in shaping and informing the 
conversation about the importance of parent, family and community engagement, and contributing to our 
strategy to create more effective research-based policies and practices to support the Head Start, Child Care 
and early childhood community in the regional, state and local efforts to promote school readiness and family 
engagement outcomes for children and families served by Head Start.  This position may require travel. 
 
This position reports to the Director, National Center.    
 
 

https://urldefense.proofpoint.com/v2/url?u=http-3A__eclkc.ohs.acf.hhs.gov_hslc_tta-2Dsystem_family&d=CwMFaQ&c=qS4goWBT7poplM69zy_3xhKwEW14JZMSdioCoppxeFU&r=IxUQgzlg8udHADksMb65YKODoeoRwSc3CSDc1kNIKSbNE2T60kGMm6rf7B4ZNS2a&m=AbPFZexxi4YPgBMr9low17Jy_Vk05sd5oWj7z_RAzYc&s=aKW9hUTd36DPPctBy4TxzXV-YWKISxEcDrySvIqele8&e=
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Responsibilities and Key Tasks 
 
• Contribute to the development and execution of strategy and plans and oversee daily operations to 

ensure the creation and delivery of content and services in line with NCPFCE work plan. Work closely with 
the NCPFCE leadership team to enhance and promote effective family engagement practices. 

• Work with the resource development, training and technical assistance and communications team to 
execute projects to design and deliver multi-media learning products to promote and advance learning 
with and from the Head Start and Child Care community and the field.  Ensure projects are completed on 
time and within budget.   

• Manage vendors and consultants and work processes with federal subcontractors to ensure that products 
are of high quality, address the needs of our audiences, and meet federal standards for ADA (Section 508) 
compliance. 

• Produce reports and promote the use of NCPFCE performance data and cross-center for continuous 
improvement and to evaluate progress toward shared goals and objectives. 

• Liaise cross-functionally with internal teams to maintain consistency and alignment with overall BTC and 
NCPFCE content, philosophy, and research and evaluation supporting training content. 

• Participate in the selection, hiring and managing of a team of trainers, content experts, curriculum 
designers, graphic designers, and e-learning/technology consultants. 

• Track budgets and work closely with the grants administration team to ensure appropriate funding 
allocation. 

• Other duties as assigned 
 
Background and Qualifications 
 
• Bachelor’s degree required. Master’s degree preferred. 
• Minimum of 5 to 7 years of administrative/ project management experience, with exposure to family 

engagement, early childhood education, public policy, community development and/or adult learning 
strongly preferred. 

• Demonstrated ability to manage multiple demands and projects and/or proposals simultaneously in a 
deadline-driven environment in an organized and professional manner. 

• Demonstrated strong knowledge of operations strategy and change management principles.  
• Demonstrated experience with design and management of the full production cycle for multimedia (print, 

digital, video, or Web-based) products from conception to dissemination, in a deadline-driven 
environment. 

• Stellar written and verbal communication skills, and ability to communicate efficiently and effectively with 
a diverse team at all levels. 

• Experience managing multiple complex projects in a culturally diverse, collaborative team environment. 
• Familiarity with leading research and policy regarding the role of families in the development and learning 

of children preferred.  
• Understanding of Head Start/Early Head Start and Child Care training and technical assistance delivery 

systems at the state and federal level preferred. 
• Advanced knowledge of PC-based software applications (Excel, Word, PowerPoint) and applications for 

collecting and reporting data. Strong familiarity with applications to support project management and 
virtual team collaboration. 

• Experience in selection and management of contractors/ vendors and their work.  
• Experience with design and management of full production cycle for print, digital, video, or Web- based 

products, from conception to dissemination. 
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Attributes 
 
• Strong interpersonal skills and demonstrated ability to work in a collaborative team environment, 

interacting directly with individual product developers, senior level managers and thought leaders 
representing the public, nonprofit and private sectors. 

• A passion for the mission and sensitivity to the needs of the children and families served by the Office of 
Head Start and Office of Child Care. 

• Strong judgment, integrity and capacity to work under federal directives and scrutiny. 
• Flexibility and agility in responding to changing deadlines, priorities and requests. Strong organizational 

skills. 
• Self-starter and effective team player with a collaborative, collegial spirit.  
• Ability to take initiative, think ahead and follow tasks through completion on deadline. Strong problem 

solving skills and resourcefulness. 
 
 
How to Apply: 
 
The Center has engaged E. Catlin Donnelly & Associates to assist with this search. Interested and qualified 
applicants should send a resume and cover letter to jinevra@ecdonnelly.com. The position will remain open 
until filled, but applicants are encouraged to apply by February 15, 2017.  
 
Boston Children’s Hospital is an Equal Opportunity / Affirmative Action Employer. Qualified applicants will 
receive consideration for employment without regard to their race, color, religion, national origin, sex, sexual 
orientation, gender identity, protected veteran status or disability. 

mailto:jinevra@ecdonnelly.com
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